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Getting Started with my|CalPERS - Direct Authorization Vendors
Introduction

Welcome to my|CalPERS!

The Public Employer Readiness Team (PERT) has prepared this document, Getting Started with my|CalPERS —
Direct Authorization Vendors, to highlight things our Direct Authorization Vendor business partners need to do or
be aware of once they begin using the new my|CalPERS system. This document contains a checklist of activities,
references to related resource materials, reminders, important dates to consider, and a Transition Guide, which
specifies what will happen to processes currently used by Direct Authorization Vendors after the launch of
my|CalPERS.

Easy Does It!

Using a new system can be a bit overwhelming at first, and we understand that you will have questions, may
encounter errors, and may see things in the system that do not make sense. Rest assured that CalPERS staff will be
available to support you and will continue to provide readiness assistance and training opportunities over the next
few months.

Once my|CalPERS launches on September 19, 2011, CalPERS staff will need to get accustomed to the new system,
as well as process a backlog of data. We ask that you take this into consideration and have patience during the first
few weeks after my|CalPERS launches. Our CalPERS Customer Contact Center and PERT anticipate a high
volume of calls and you may experience longer than usual wait times. It is recommended that you prioritize your
requests for assistance. If your question or issue is not time-critical, you may want to wait for the initial call volume
to subside. Deduction requests for the November 1 warrant are not due until October 12, so we encourage you to
take advantage of the extra time and ease into processing your data.

During the first month after my|CalPERS launches, there will be a significantly greater than normal amount of data
being processed that had been temporarily suspended during the system conversion period. Processing this data
could affect the response time for processing Deduction Request files.

We have established some guidelines for our Direct Authorization Vendors who will be submitting electronic files
and/or processing online transactions, so that you will know what to expect during the first month after launch:

e All Direct Authorization Vendors— Expect at most a 48-hour turnaround for processing of Deduction request
files and online transactions. This timeline will fluctuate based on the volume and priority of concurrent
transactions being processed through my|CalPERS.

o FTP Deduction Requests — Expect an email notification after successfully submitting a file, but status may not
be available on the File Upload History page for up to 48 hours.

e All File Reporter Direct Authorization Vendors - If processing time is expected to exceed 48 hours, expect to
receive notification from CalPERS. If you don’t see your file process right away, please do not submit the file
again. Wait for the file to process or to receive notification from CalPERS regarding a delay.
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The checklists on the following pages highlight things that Direct Authorization VVendors need to do and/or be aware of
once they begin using my|CalPERS.

PREPARING TO USE MY|CALPERS

Navigating to Are you able to navigate to my|CalPERS?
my|CalPERS

YES | Welcome to my|CalPERS!

NO https://my.calpers.ca.gov is the link that will take you to my|CalPERS, where you will
first indicate whether you are a business partner or a participant and then be taken to the
Business Partner Login page, where you will proceed with logging in to my|CalPERS.

Note: This link will not be activated for access to the business partner landing page 0
until my|CalPERS is launched on September 19, 2011. Prior to September 19, the link
takes you to my|CalPERS for participants.

Resource(s):

e See Appendix A at the end of this document for detailed instructions on how
to log in to my|CalPERS for the first time.

Browser When you are logged into my|CalPERS, are all features (buttons, tabs, text, etc.) displayed properly
Compatibility on your screen?

YES | No action required.

NO There may be issues with the version and/or settings for the browser that you are currently
using to access my|CalPERS. Internet Explorer v8 and Firefox v3.6 or above should be
compatible.
For example, if the “Home” tab is partially cut-off on the left side and you are:
e Using Internet Explorer v8 - navigate to the “Tools” menu in your Internet Explorer
v8 window and select “Compatibility View” (arrow A). You will then be able to

turn this view off by selecting the icon in the address window (arrow B) in order to
see the entire “Home” tab.

€ my|CalPERS - Horne - Windows Intermet Explorer e =5
G~ e e -y calpers calpers.cagov/eml/inth v 4 Calfomie Public Employees Retire.. | | 43 | & P~ O
File Edit View Favorites Tooks Help T B snage B or x @ Comvent = [ Select

TA

e Using an older version of Internet Explorer — download the free upgrade to Internet
Explorer v8 by selecting this link:
o http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8. Do not
upgrade to Internet Explorer v9.

If you are still having problems with Internet Explorer, or if your organization requires
that you use a different browser, you can download Mozilla Firefox for free by selecting
this link:

o http://www.mozilla.com/en-US/firefox/new!/.
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System Access
Administrator
(SAA)

Did your agency identify a System Access Administrator (SAA)? The SAA refers to the individual
who has responsibility for the management of user access to my|CalPERS for your organization.

YES

Your SAA needs to change their password the first time they log in to my|CalPERS.

NO

Have the person you designated to be your SAA contact PERT at
CalPERS_PERT4U@calpers.ca.gov to get set up in my|CalPERS.

Setting up
Business Contacts
& Granting
System Access

Did your agency’s SAA set up business contacts for your agency, create user IDs and grant them
system access?

YES | Contact your SAA for your username and temporary password. You will need to create a
new password and provide responses to security questions the first time you log in to
my|CalPERS.

NO Once your agency’s SAA has been established in my|CalPERS, the SAA can set up

business contacts and grant them system access.

Resource(s):
e my|CalPERS Guide to Adding New Contacts in the PERT area of CalPERS
On-Line

Trusted Site
Setup for
my|CalPERS
Reports

Will you be generating reports in my|CalPERS?

YES | Add Cognos ®, a system reporting tool in my|CalPERS, as a trusted site to your web
browser.
Resource(s):
o See Appendix B at the end of this document for detailed instructions on how
to add Cognos ® as a trusted site to your browser.
NO No action required.
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File Transfer
Protocol (FTP)
Connectivity
Setup

If you are planning on using File Transfer Protocol (FTP) to submit electronic files (Deduction
Request files) in my|CalPERS, has your FTP connectivity been established?

YES

No action required.

NO

Contact PERT at CalPERS_PERT4U@calpers.ca.gov to initiate the setup process for
FTP. Please be aware that this process can take up to six weeks. O

Note: You can submit files via the file upload process in my|CalPERS in the interim while your

FTP connectivity is being established.

Email
Notifications for
FTP File
Reporters

Will you be using File Transfer Protocol (FTP) to submit electronic files (Deduction Request files) in
my|CalPERS and receiving electronic response files via FTP from my|CalPERS?

YES | Setup a “System Support” contact type in my|CalPERS to receive email notifications
regarding FTP response file availability.
Resource(s): O
o my|CalPERS Guide to Adding New Contacts in the PERT area of CalPERS
On-Line
NO No action required.
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PROCESSING PAYMENTS

Establish Do you use, or wish to use, the EFT Debit method to make payments in my|CalPERS?

Electronic Funds

Transfer (EFT)

Account in YES | Discontinue using paycalifornia.com. The CalPERS link on paycalifornia.com will be
my|CalPERS unavailable after September 16, 2011, and future dated payments will be deleted. You will

need to establish your EFT account and routing number in my|CalPERS prior to making
your first payment.

NO No action required.

Do you wish to use the EFT Credit method to make payments in my|CalPERS?

YES | You will need to submit a user agreement for the EFT credit method. Upon receipt of the
agreement, CalPERS will provide you with file specifications for your financial institution
to initiate payment.

Resource(s):

o New Electronic Fund Transfer (EFT) Authorization Agreement — Credit
Method will be available at launch on CalPERS On-Line.

NO No action required.
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REMINDERS

my|CalPERS Training If you haven’t already done so, please make sure you register and take
our my|CalPERS training, so that you receive the instructions you need
to continue conducting business with CalPERS and help ensure a
smooth transition and continuity in services.

Resource(s):
e my|CalPERS Training Registration

(These resources are located in the Business Partner area of
CalPERS On-Line)

November 1 Warrant Deduction requests for deduction changes beginning on the November
1 warrant are due on October 12.

MISCELLANEOUS INFORMATION

Sending Documents to CalPERS Mailing address for sending documents to CalPERS Headquarters:

California Public Employees’ Retirement System
P.O. Box 942715
Sacramento, CA 94229-2715

Fax number for faxing documents to CalPERS Headquarters:
800-959-6545 O

Note: Some CalPERS program areas may still provide their
own PO box and fax number for a more direct routing of
correspondence.
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Transition Guide

The purpose of the Transition Guide is to outline changes affecting forms used by employers as a result of the my|CalPERS implementation. There are three
possible scenarios for what happens to each form:

e Use Existing Form — use the existing form just like you have in the past
¢ Online Functionality — the form is being replaced by an online transaction that you will use in my|CalPERS instead of using a paper form
¢ New Form in my|CalPERS - the old form is being replaced by a new online form available within my|CalPERS.

NAME OF FORM FORM ID WHAT HAPPENS POST COMMENTS
BEFORE MY|CALPERS LAUNCH
File Online

Functionality | Functionality

Direct Authorization Deduction Request PRS-346 Add, Update and Delete transactions submitted via File

Upload or FTP will process. Add and Update
transactions submitted online will process. Online
processing to delete current deductions will be done by
CalPERS at launch.

Deduction Register N/A Files transmitted in XML via FTP only. Online access
allows download of file in various formats.
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Appendix A

INSTRUCTIONS
Logging into my|CalP

ERS

Open Internet Explorer.
Navigate to my|CalPERS using this link: https://my.calpers.ca.gov

e Follow the instructions below to log in to my|CalPERS for the first time.

Skip to: Content | Footer |

my|CalPERS

Help | Contact Us | CalPERS On-Line

April 04, 2011

®

* First, tell us who you are:

() Participant

Member, non-member, power of attorney, retiree,
community propesty payee, beneficiary, survivor,

subscriber or dependent.

Business Partner

kepresentatwe of a public agency, State of California,
school, reciprocal and non-reciprocal retirement
system, health carrier, medical vendor group,
independent medical examiner, job assessor, direct
authorization organization or service provider

Copyright | Conditions of Use | Site Requirements

Build: 110707_185634_v1_BPR.5610 Datasource: null Se:

rver: ENVB9_node4

From the my|CalPERS Log In page, select the Business Partner radio button, then select the Continue button.
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Help | Contac ine  August 31, 2011

my‘CaIPERS

Mew User?
ist

Business Partner Login

*Required

my|CalPERS Resources and Training Available

Please log in with your Username and Password,
Waluable resources and training are available to help you get started in using the new s L

my|CalPERS system. Please use the links below to access our readiness resources, as = User Mame: e
well as register for our specialized training to help you leam how to use my|CalPERS:
+ Employers, visitthe PERT area of CalPERS On-Line at http:/fwww.calpers.ca.gov/pert * Password @

+ Direct Authorization Vendors, health plan business pariners, and dental plan carriers, visit
the Business Partners area of CalPERS On-Line at www.calpers.ca.govimycalpersparners.

We are here to assist and guide you as you begin experiencing my|CalPERS and all that Forgot Your Password?
it has to offer.

Please be sure to log out when you are done. For your security, we
also recommend that you close all of your browser windows after you
log out

s

Copyright 2011 | Privacy Policy | Conditions of Use | Site Requirements

Enter your User Name and Password.

Skip to: Content | Footer | Help | Contact Us | CalPERS On-Line  April 04, 2011

my|CalPERS

*Required Fields

@ Update Your Challenge Questions

Please modify your Challenge questions and answers below:

Question 1:* Who is your personal hero? |z|
Answer 1:* My dad

Question 2:% What was the name of your best childhood frlemﬂE
Answer 2:* Linda

Question 3:* In what city would you like to retire? E
Answer 3:* Maui

Question 4:* |VWho was your first employer? |z|
Answer 4:* CalPERS

Question 5:* What is your favorite movie? El
Answer 5:* ET|

Site Requirements
: student0S5ds  Server: ENVBS_node2

Build: 1

For security, select your five challenge questions and answers. Then select the Save and Continue button.
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Skip to: Content | Footer | Welcome los angeles cc | Customize | Help | Contac | CalPERS On-Line | Log out  April 04, 2011

CalPERS

@ Conditions of Use for Business Partners {Employers)

By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Copyright | Conditions of Use | Site Requirements
Build: 110707_185634_v1_EPR.5610 Datasource dent095ds  Server: ENVE9_node2  UID: 827

Select the Accept button.

December 27, 2010

CalPERS HARKET VALUE

_Reports =~ et

— welcome — $228.3 billion

-—M— Welcome to my|CalPERS, your gatewsy to conducting business slectronically with CalPERS. ?:ﬂca]:.[_inm;ak_n: B e
Inquiry List — Here you will ind inffarmation on systern news, new festures and upcormaing events. : e

Ssset Cla

Persan Sgarch | Tax statements were madled on January 31, 2011. @
Change Password | teeaith statemants will be mailed to emaloyees in July, prior to Open Enroliment. QUICK LEMCE

Change Challenge CalPERS Quick Picks
estions

Initiate SIP Agreement Closed
Initiate Retirament Contract Closed 1
Initiste SIP Agreement Closed Pubiications Cener

Plam ZIP Search

To find cut which CalFERS health plans are available in your area, enter the mformation
below and select Search to display results. Targpoins Progearn

ZIP Code:
HMember Category: @ State/CS5U0 Public Agency/School

Year: 2011 [=]

CalPERS Mews
Mari C
Feb 2B
Feb 23

Welcome to the Business Partners my|CalPERS Home Page!
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Appendix B

INSTRUCTIONS
Add Cognos ®, a system reporting tool in my|CalPERS, as a trusted site to your web browser.

e Open Internet Explorer.
e Onthe Menu Bar, select Tools and then select Internet Options.
e  Follow the instructions below to add Cognos ® as a trusted site.

1 2| = |

Internet Options
Security | Privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settin? 2
@ & /¥O
- v

Internet Local intranet  Trusted sites  Restricted
sites

Trusted sites

j This zone contains websites that you
h trust not to damage your computer or
vour files

Trusted sites

You can add and remove wehsites from this zone. All websites in
= this zone will use the zone's security settings. 6

Add this website to the zone: / /
https://*.calpers.ca.gov
Websites:
*.acn.psr o Remowve

* calpers.ca.gov [
http://*.sabanow.net
http: fjcalpers.sabanow.net

aie . Pl iy

[7] Require server verification (https:) for &l sites in this zone 7

a\4 o ] |

. Select Security Tab.

. Select Trusted Sites.

. Select Sites.

. Make sure the box is not checked.

. Enter https://*.calpers.ca.gov to add this website to the zone.
. Select Add.

. Select Close.

~NOoO ok~ WN -
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"Disable.”

Follow the instructions below to modify the options of the Trusted Sites zone and set the "Enable XSS Filter" property to

Internet Options

R e

General | Security | privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change pasuibesaiiags.

@ 4 |/

Internet  Local intranet §Trusted sites

o

Restricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files.

You have websites in this zone.

Security level for this zone

Custom
Custom settings.

[T]Enable Protected Mo

- To change the settings, click Custom level.
- To use the recommended settings, click Default level.

Iaternet Explorer)

| customlevel...

| | Defautlevel |

[ Reset all zones to default level ]

Lo J|

Cancel ] AppI y

Back on the 'Internet Options' dialog, with 'Trusted Sites' still selected, select the Custom Level button.
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In the 'Security Settings' dialog, scroll down to find the ‘Downloads’ setting.

X5

Security Settings - Trusted Sites Zone

Settings

(™) Prompt
|&® Downloads
,93 Automatic prompting for file downloads
) Disable
@ Enable
&= File download
() Disable
@ Enable
,93 Font download
(7) Disable
@ Enable
) Prompt
,93 Enable .MET Framewaork setup
() Disable
@ Enable

Micrallsmame
| 3

UL

|
*Takes effect after you restart Internet Explorer

Reset custom settings
Resetto: | Medium (default)

»| [ Reset. |

[ Ok l [ Cancel ]

Change the setting for ‘Automatic prompting for file downloads' from 'Disable’ to Enable.’
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(Gacurity Settings - Trusted Sites Zone

Settings

) Disable
@ Enable

) Disable
© Enable
= | Enable XSS filter
) Disable
@ Enable
=] Saipung o
) Disable
@ Enable
@) Prompt
$2, User Authentication
82, Logon
@) Anonymous logon

@) _Aitamatic lnnan anhy in Tntranat 2ana

< | "

| Allow websites to prompt for information using scripted windc

*Takes effect after you restart Internet Explorer

Reset custom settings

Reset to: [Medium (default) ']

Continue scrolling down to find the 'Enable XSS filter' setting.
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SecuntyS;ttmgs - Trusted Sites Zone
Settings

@) Disable
@ Enable

() Disable
2. Eozhle

| Enable XSS filter
©
) Enable

=) | Scripting of Java applets
() Disable
@ Enable
@) Prompt

$2, User Authentication
82, Logon

) Anonymous logon

| Allow websites to prompt for information using scripted windc

@ _Aitamatic lnaan anly in Tniranat 2ana

< | "

Reset custom settings

*Takes effect after you restart Internet Explorer

Reset to: [Mediurn (default)

Change the setting for 'Enable XSS filter' from 'Enable’ to 'Disable’, then select OK.

Warning!

[=]

Are you sure you want to change the settings for this zone?

[ Yes ] [

No ]

When prompted to change settings for this zone, select Yes.
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“Internet Options =)

General | Security | privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & v O

Internet  Localintranet Trusted sites  Restricted
sites

s
This zone contains websites that you

trust not to damage your computer or
your files.
You have websites in this zone.

Security level for this zone

Custom

Custom settings.
-To change the settings, dlick Custom level.
- To use the recommended settings, dick Default level.

[T]Enable Protected Mode (requires restarting Internet Explorer)
[ customlevel... || Defaultlevel |

[ Reset all zones to default level ]

[oc JJ concsl J[ sl

Back on the 'Internet Options' dialog, select OK.

Page 16



